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Retention Schedule Purpose 

• Retention schedules set by Records Management of ASLAPR – 
(non-Judicial records only) 

 

• Schedules used to manage volume of records 

 

• Help identify and preserve records of enduring value 

 

• Help identify records that can be disposed/destroyed 

 



Minimum/Maximum Schedules 

• Some schedules still use minimum and maximum times 

 

• Minimum times set to meet the needs of the office and public 

 

• Maximum times set to minimize risk and public costs 

 

• Illegal to keep beyond the maximum time 

 

• State used to use “bucket” or flexible retention times but has 
since stopped using them 

 



Example: Municipal Attorney 

http://www.azlibrary.gov/records/documents/pdf/20121101113048973.pdf 

Total is both minimum & maximum limit 



Newer Retention Schedules 

• Use minimum times to help guide retention 

• Illegal to keep records shorter than the approved retention 
time 

 



http://www.azlibrary.gov/records/documents/pdf/all%20-%20law%20enforcement.pdf 



Why Dispose? 

• Risk in keeping non-permanent records too long 

 

• Example:  A long time span of records can be used to prove 
patterns of racial profiling 

 

• Costs: Storage, staff time in proving access, duplication, data 
maintenance 

 


